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Introduction

This report will analyse the importance of communication skills which is required to maintain effective teams. After analysing the case study which was handed for this assignment it will allow a report to be carried out to understand how and why there are issues within the case study.  It will allow a remedy to be created so that the local council can create a better atmosphere to work and improve the productivity of their staff. Different theories will be applied where possible to allow a better understanding of how importance communication is and how likely it will improve efficiency.  
























Main Body

An effective team will include valuing an individual’s ideas as this can help the organisation grow. The ideas could make the organisation a lot of money and if it does not it does not necessary mean the organisation has lost anything. Getting ideas from a staff will allow a better insight as they may see things that the manager do not. It is from a different perspective so the idea is valuable. An effective team will allow the subordinates to share information and not feel like their information is useless. An effective team will delegate tasks to their employees so that they are able to work together and create a solution (Berkeley, 2018)

There are many reasons as to why there are issues within the organisation. One of these issues is that the teams are split into 8 teams of 12 which is a tall structure as each team has a manager, deputy manager, a consultant and 9 social workers.  A tall structure has a lot of levels of management, as mentioned in the case study.  The manager will be at the top, followed by deputy manager, then a consultant and finally the 9 social workers. There are many advantages and disadvantages regarding this type of structure.

Advantages
There is a narrow span of control which is when the managers in different levels are closely supervising the staff.  This allows there to be a clear management structure so that the staff know who they are reporting to and allows them to feel more comfortable in the workplace (LearnManagement2.com, 2018).

Disadvantages
The staff are restricted in freedom and the decision-making process is slowed as different layers may need to approve of the decision before it is made official. The management costs would be high as there are many managers in different levels of the organisation (LearnManagement2.com, 2018).

The organisation has 2 teams from the 8 which is in a different building so the information such as new decisions and procedures are advised to them late so they feel like they are separate from the main building. There is a benefit to having a separate building which is being close to their client base but the information is not passed to them quickly compared to the main building.

One of the issues which has resulted in Andrea being appointed the new head of service is that employee turnover and absence is on a high. This has resulted in managers recruiting new staff and creating new teams which resulted in underperforming teams.  This has resulted as there is no structure in the organisation as there is many changes so the existing staff must deal with more stress as they will take additional work due to organisational requirements. This has resulted in decisions that were made by social workers being denied by other social workers. The pre-existing staff are getting their decisions overturned and without having a manager there it has created confusion and mayhem in the organisation. The social workers when returning from the families that they work with were met by unfamiliar faces as the organisation has undergone a major recruitment process which resulted in the staff not knowing who to ask for advice as there was no authority from managers. The staff ended up being more stressed due to doing more work and not communicating with anyone upon arriving at work. As the staff were doing the work themselves, without any approval from managers reports or guidance, they would produce poor written reports and cases being open for longer than required. 

The managers were not giving directions formally or in the correct way but instead were advising them verbally and in an unprofessional way. This is not the way in which managers should treat their subordinates as this will deal with more problems arising. The previous head of service was more hands on which resulted in a better work ethic. Once there are any changes in management there seems to be changes in how the organisation is structured as the deputy managers must adapt to the new manager and vice versa down the structure. 

There are many models that can be used to allow the teams to be effective through communication skills. The communication cycle is built of six steps which is Aim, Compose/Encode, Transmit/Deliver, Receive Feedback, Analyse/Decode/Learn and Change/Improve (Blenkinsop, P. 2010)

1. Aim: This is to clarify who the message is being communicated to and the reason as to why the message is being conducted. The aim will also include what is expected to be done with the information.

2. Compose/Encode: Once a reason to the message is distinguished it can then be decided as to how that message gets delivered as there are many means of communicating this information such as through telephone, email, fax etc. This step of the communication will look at whether the receiver has any background information about what is being sent and the type of language that is going to be used.

3. Transmit/Deliver: This is where the sender decides if anyone else is required and if the timing of the message is correct such as time of day and the day. 

4. Receive Feedback: In a face to face situation this can be the way in which body language is used to give a positive/negative impact to what was addressed the receiver. Also, if this is communication in the form of a presentation, then it will allow a question and answer session which will allow feedback for what was advised. This will allow the sender to analyse whether the information received is related to the message that was sent and whether the feedback received is vital in any way.

5. Analyse/Decode/Learn: Referring to the feedback, this is where the sender tries to understand the response for the feedback. The learning process of this is analysing the information and understanding whether the receiver has responded in a way that they understood what was being sent to them and what was expected from them.

6. Change/Improve: Gather the feedback and understand what the feedback is and how you can take this on board and apply it to the organisation.


One of the model is the Interactive Communication Model which a person sends a message to the receiver who then once receiving the message returns the message which is known as feedback. This can be in the form of an email or telephone call. An example of this being used in the organisation can be where the manager sends an email to the subordinates and they reply with information such as introducing new ideas etc (Z, Gavi, 2013). This will allow communication to be delivered to different departments and help with updating the teams which are in a different building.

The Shannon Weaver Model is where the sender sends a message to the receiver 
through the phone or telegraph. The sender will send the message in codes so that the machine that it is being sent to understands the message and decodes it. Another example of this is the brain is the sender, the mouth being the encoder which encodes to a language that is understandable. The receivers ear may be the receptor and their brain may be the decoder and receiver (Businesstopia, 2018). This can be used such as team meetings to get a message across such as new procedures and guidance so that the staff are kept in the loop and understand what is expected from them. This will allow the staff to feel more appreciated by management which would create a better working environment. 

The final model that can be practised is Berlo’s SMCR Model of Communication (Communication Theory, 2017). This model consists of four steps.
First step consists of the source as to where the message is originally from. This also will consider the communication skills, attitudes, knowledge, social system and culture. The communication skills are how the sender uses their skills such as reading, writing and spoken word to create a message. The attitude consists of understanding the audience and the subject. The knowledge is how informative the message is and whether the receiver will understand it and have any interest in the information being sent. The social system is where the morals, social values and beliefs and considered as this will be portrayed in a respected way. The culture will also be considered so that it does not upset anyone who is the recipient. The person who sends the message is known as the encoder.

Second step is message which will consist of the content within it and make sure that the message aims to do what it is set out to do.  The elements within the message need to be correct such as body language, language used etc. The treatment of the message is how it Is being passed to the receiver.  The way in which the message is structure is one of the main things that needs to be effective as this will make it easier to read and appeal more.

Third step is the channel which refers to the five senses which are hearing, seeing, touching, smelling and tasting. Whatever the message is, it will be decoded through of the five senses.  Hearing can be used when a message is given orally or other means (interpersonal). Seeing a message can be through a television or when receiving a picture through a mobile device. The touching principle would be through purchasing items physically, hugging and shaking hands. Smelling is when you can smell the perfume of the other person in a face to face encounter. The tongue can be a decipher when tasting such as food being cooked.

Fourth step is the receiver who decodes the message and learn from it and decides what they want to do with the message.  There are negatives to this method which are that it does not allow feedback so the sender does not know what has happened to the message and the model does not mention barriers for noise. 

Recommendations
The recommended approach would be to use the Shannon Weaver model as this will allow everyone to receive the message and feel more involved within the organisation which will create a better working environment. The Shannon Weaver model can be sent via email and telephone to the teams which will make the information more efficient and in person and this will create a better connection with management and staff. 




Conclusion

To conclude, the different models bring something different to the organisation but the best one in this situation would be the Shannon Weaver Model as it is something that can be done quickly without explaining to staff. Another model is the Berlo’s SMCR model of communication as this is more in depth but does not allow feedback which is crucial for the organisation as without that they would be back to how they are as nothing would improve. With feedback the managers can use the information to produce better working environment etc. 
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